
Public Service Staff: 
Managers/supervisors: Have new employees answer at least 1-2 questions from each 
category before or during their 1 month evaluation.  
 
1 Month Knowledge Check 
 
Polaris: 

1. How is it possible to see whether an item can be renewed (or not) in Polaris? 
2. What field in a record (for someone under 18) is changed based on whether they 

can check out all videos/DVDs, no videos/DVDS or all videos/DVDs/Video games 
except R & unrated? 

3. How can an item be placed on hold when the patron’s record is already open in 
Polaris? 

4. What is the only situation when someone should have 2 library cards in Polaris? 
5. What is the first thing that should be done in Polaris before making someone 

their new library card? 

 
Technology Assistance: 

1. Show supervisor/manager how to show someone to use the library catalog on 
our website  

2. Show supervisor/manager how to reserve a small group room 
3. Show supervisor/manager how to view all of the Library of Things items on the 

website 
4. Show supervisor/manager how to find all of the current month’s events for East 

on our website 
5. Show supervisor/manager how to extend someone’s active computer reservation 

 
Library Procedures: 

1. What would you say to an adult who wants to allow their child (who has a limited 
card) to check out an R rated movie? 

2. How many times can an item (generally) be renewed if it is not on hold for 
someone else? 

3. How long do Bestseller movies check out? How many can be checked out per 
card? 

4. What is the minimum age for a library card for someone under 18? 
5. What is the first question to ask someone when they come up and ask to get a 

library card? (hint: related to where the person lives) 

 
Misc.: 
 
 
 
 
 
 



 
2 Month Knowledge Check 
Managers/supervisors: Have new employees answer at least 1-2 questions from each 
category before or during their 2 month evaluation.  
 
Polaris: 

1. What steps should be taken in Polaris when a DVD case returned in the dropbox 
is missing the disc? 

2. Where should a note be added to someone’s record when they have signed an 
LOT waiver? What should that note look like? 

3. List the types of cards that expire in 1 year. List the types of cards that expire in 3 
years. 

4. How is it possible to see which children/teens a parent/guardian has signed for in 
Polaris?  

5. Show supervisor/manager how to make a custom due date for an ILL item 

 
Technology Assistance: 

1. Show supervisor/manager how to mobile print a document from a smartphone 
2. Show supervisor/manager how to use the scan to email function on the scan/fax 

machine 
3. Show supervisor/manager how to check out an item on Libby or Hoopla on a 

mobile device 
4. Show supervisor/manager how to print something from a Word document on the 

public computers 
5. Show supervisor/manager how to print off computer guest passes 

 
Library Procedures: 

1. Scenario: someone wants to check out a copy of the Hunger Games DVD– when 
you look it up in Polaris the copy at your location is checked out, but the person 
says they’re willing to drive to another location to pick it up that day. What do you 
do next? 

2. Can newspapers be checked out? 
3. What is the maximum number of holds for physical items a person can have on 

their library card? 
4. Fill in the blank “when an item is ___ days overdue it will block a user’s record 

until it is renewed or returned” 
5. Which LOT item(s) need to have a specific waiver filled out every single time 

they’re checked out? 
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4 Month Knowledge Check 
Managers/supervisors: Have new employees answer at least 1-2 questions from each 
category before or during their 4 month evaluation.  
 
Polaris: 

1. Through Polaris, how is it possible to place a hold on a specific volume of a 
graphic novel? 

2. What is the “pick list”? How can you see it? What should you do with the items on 
it? 

3. What does it mean when a hold status is “shipped” 
4. Where can you find a person’s unique record ID in Polaris? 
5. What do you do when someone has lost their library card and needs a new 

barcode number? 

 
Technology Assistance: 

1. Show supervisor/manager how to help a library user download the app & sign up 
for a Hoopla, Libby or Kanopy 

2. Show supervisor/manager mobile printing from a laptop 
3. Show supervisor/manager how to use the copy machine  
4. Scenario: a person has found the item they want on the library’s catalog (Aspen) 

but the only copy available is at another location– what are the steps for walking 
them through placing the hold themselves? 

5. Scenario: someone has been working for several hours to create their resume in 
a Word document but doesn’t know how to save it to their flash drive– what are 
the steps to saving it to a flash drive? 

 
Library Procedures: 

1. What would you tell someone who wanted to learn more about how to get a 
passport through the library? What resources would you give to them and/or 
direct them to? 

2. What proof of address would we need for someone who wants to get a library 
card and lives in Mt. Vernon but owns a rental property in Vanderburgh County? 
How could that be found on the internet? 

3. Scenario: A person comes in and says they want you to reserve the meeting 
room for their homeowner’s association meeting– they do not like using 
computers. What do you do? 

4. Scenario: Someone comes into the library and needs to renew their PLAC– what 
is the process for this? 

5. Scenario: Someone calls the library and is certain they returned a book 
(belonging to your location) that is still on their card– what do you do? 
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6 Month Knowledge Check 
Managers/supervisors: Have new employees answer at least 1-2 questions from each 
category before or during their 6 month evaluation.  
 
Polaris: 

1. An item from the Library of Things is returned missing several pieces. What do 
you do? 

2. When looking at a person’s record, how is it possible to see how many people 
are ahead of them on a holds waiting list? 

3. Show supervisor/manager how to see how many copies of an item are currently 
on the shelf in Polaris. 

4. Show supervisor/manager how to change someone’s notification preferences in 
their account 

5. Show supervisor/manager where it’s possible to see where an item on the picklist 
will be sent for pickup 

 
Technology Assistance: 

1. Show supervisor/manager how to help someone find the new children’s fiction 
items that have been received in the last month on our website 

2. Show supervisor/manager how to access the Consumer Reports database from 
our website 

3. Show supervisor/manager how to register someone for a program from our 
website 

4. Show supervisor/manager some of the different features on our library app (ex: 
library barcode, items on hold, how to renew items, events happening at our 
locations that day) 

5. Scenario: someone stops you because the public printer is out of paper. What do 
you do? 

 
Library Procedures: 

1. Scenario: someone comes up to the check out desk and is very upset that a 
certain book is available in the children’s area because it contains inappropriate 
material. How do you respond? 

2. Scenario: after finding a book on the picklist for a hold you notice that it has a lot 
of rips and stains and isn’t in any condition to be checked out. What do you do? 

3. At what point do billed items on someone’s record get sent to a collection 
agency? What happens if the items are returned 2 weeks after this? 

4. How old does a child need to be in order to visit the library by themselves? 
5. Scenario: someone would like to request an item through ILL but does not want 

to make an ILLiad account– what do you do? 

 
Misc.: 
 


